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EOITORIAL SECTION 

1. Maintains liaison, through the Board, wrth contributors. 

2. Recommends, to the Board, changes in the outline guide for 
improvement or adaptation to a particular area. 

3. Maintains a list of editorial standards for JANIS. 

4. Edits all copy received from contributor for internal accuracy 
(chapter againstchapter), conformity to JANIS standards, clarfty, 
and brevity. 

5. Selects illustrative material from "graphic pool" and checks for 
conformity to text 

6. Completes caption by noting specific features. 

7. Answers proofreaders inquiries on galley proofs. 

8. Checks makeupdummy for references, placementof cuts,and 
continuity of text. 

9. Answers proofreaders’queries on page proofs. 

10. Prepares list of effective pages, tabie of contents, etc. 
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GRAPHIC SECTION 

1. Maintains liaison, through the Board, with contributors and 
map-producing agencies. 

2. Recommends to the Board, changes in the instructions for the 
preparation of illustrative material for JANIS. 

3. Maintains a list of graphic standards for JANIS. 

4. Edits all illustratiye material received from contributors for in- 
ternal accuracy (maps against photos and/or sketches), con- 
formity to JANIS standards and clarity and makes required 
corrections, combinations, etc. 

5. Provides Editorial Sections with "graphic pool’' (consisting of 
copies of illustrative material received from contributors and 
annotated for combination, proposed size, etc.). 

6. Prepares basic caption (consisting of title, date, orientation,and 
location) for illustrative material. 

7. Answers queries, from Production Section, on proofs of illustra- 
tive material. 

8. Prepares instructions for reproduction of maps by various 
government agencies. 

9. Answers queries, from Production Section, on page proof. 

10. Prepares artwork for cover and miscellaneous illustrative 
material for the integration of the complete study. 
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PRODUCTION SECTION 

1. Maintains liaison, dirough the Board, with printers and en- 
gravers. 

2. Recommends, to the Board, changes in the specifications for 
improvement in the printed and binding of JANIS. 

3. Maintains a list of standards for typography, formatand design 
of JANIS. 

4. Marks edited copy of manuscript for the printer as to typo- 
graphy, layoutand design. 

5. Orders the manufacture of cuts io accordance with instructions 
from graphic section. 

6. Arranges for delivery of maps, produced by various government 

agencies. 

7. Raads galley proof against original manuscript checks en- 
gravers proofs for compliance with instructions, and queries 
editorial and graphic sections. 

8. Makes a paste up dummy by using a set of galley proofs and a 
set of engravers proofs of illustrations. 

9. Reads page proofs against paste up dummy and corrected 
galley proof. 

fcO. Makes arrangements for delivery of compieted JANIS. 
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